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Policies and Procedures:  Records Retention and Destruction 
Big Brothers Big Sisters of the Greater Twin Cities 

 

EFFECTIVE DATE: April 13 2015  

 

Policy Statement 

It is the policy of Big Brothers Big Sisters of the Greater Twin Cities (hereinafter “ BBBSGTC”) 

to generate and retain only those records (as defined below) which are required for the effective 

running of its business and to meet its obligations to the community, corporate partners, mentors 

and children, or which are required to be retained under applicable law. The appropriate creation, 

use, and disposition of records are important to BBBSGTC’s success. This Records Retention 

and Destruction Policy (hereinafter “Policy”) provides general guidelines to help employees 

manage and dispose of records in an ethical, legal, and responsible way. The purpose of this 

Policy is to increase productivity by reducing the time spent retrieving required information from 

duplicative and other unnecessary records and reduce costs associated with retaining unnecessary 

records. If an employee has any questions about his or her record-keeping responsibilities, the 

employee should contact the CEO.  Everyone who generates, receives or stores records is 

responsible for following this Policy. 

 

Definition of Records 

The term “records” is defined very broadly in this Policy and means all kinds of records, 

including written, electronic, recorded, graphic, or printed information, regardless of the form or 

location in which they are maintained.  The Company urges its employees to use common sense 

in deciding the best way to create and communicate information, particularly when you are 

addressing sensitive or confidential business information, and should review the Company’s 

policy on the handling of confidential information, if you have a question. 

 

Records Creation and Destruction 

All records should be appropriately and accurately worded to create complete records of 

BBBSGTC’s business activities.  Deliberately creating false or misleading records regarding 

BBBSGTC’s activities is expressly prohibited.  Records should not contain language that is 

misleading, fraudulent, harassing, embarrassing, sexually explicit, profane, obscene, 

intimidating, abusive, libelous, defamatory, or that violates any applicable laws.  All records 

should be created with the purpose of communicating or documenting business matters. 

Employees should use discretion when creating records and avoid language that may give the 

impression of unlawful or inappropriate conduct or that may violate BBBSGTC’s policies. 

 

To carry out this Policy:  

1. Nonessential records such as routine letters and notes, which require neither 

acknowledgment nor follow-ups and are not otherwise subject to retention under 

BBBSGTC’s Records Retention Manual, will not be retained by the originator or 

addressee.  

2. Copyholders and courtesy distributees should not keep their copies of records; the 

originator will keep the record copy in the appropriate file.  

3. Once a record has been finalized, drafts will not be retained.  
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4. Files will be edited down to contain only original records and other necessary records 

before being forwarded to the appropriate file.  

5. Offices, file rooms and record retention centers will regularly review and retain or 

destroy records in accordance with BBBSGTC’s Records Retention Manual.  

6. All administrative offices will annually edit and organize files down to contain only 

original records and other necessary records and forward them to the appropriate storage 

location.  

7. Electronic records (including microfilms and microfiches) will be retained and 

destroyed in accordance with this Policy and BBBSGTC’s Records Retention Manual.  

8. When any record is destroyed because the retention period for such record has expired, 

all copies of the record should be destroyed as well.  Records will be destroyed by 

shredding. 

9. All employees are expected to take adequate precautions to prevent the disclosure of 

confidential or other non-public information when they dispose records. 

 

Notwithstanding the foregoing, any records that must be maintained because of a pending or 

threatened legal claim, investigation or audit must not be destroyed and instead must be retained 

to prevent the improper destruction of records.  Any records so identified must be maintained 

until further notice from the CEO.  If any employee becomes aware of a pending or threatened 

legal claim, investigation or audit the employee must immediately notify the CEO 

 

A Records Retention Manual consistent with this Policy will be issued by BBBSGTC, including 

a detailed retention period schedule broken down by categories of records. That Records 

Retention Manual, together with this Policy and any other applicable written guidance approved 

by BBBSGTC, will guide all BBBSGTC offices and record retention centers with respect to 

records retention and destruction matters. 


